August 25, 2000

Chapter 1
Building Positions

Chapter Overview

Introduction This chapter explains the position structures used in the modern DCPDS. It
outlines the data fields used in the required and Component-unique flexfields
and describes the data to be entered and maintained.

Chapter Contents

Topic Page
Overview 1
Position Flexfields 2
1. Required by All Components 2
2. Component-Unique Flexfields (LN, NAF,National 11
Guard, Acquisition, etc)
Building a Position 25
Validating a Position 52
Building a Position’s Organization Address (POA) 54
Building a Virtual Postion 59
See Also Module 2, Position Management and Classification Using the Modern

g’ DCPDS
Chapter 3, Managing Position Hierarchy
Overview of Organization and Position Hierarchy
Building a Position Hierarchy
Linking a Position to the Position Hierarchy
Deleting a Position From a Position Hierarchy

Position - Components use different data for building their positions. The following
Flexfields are examples of the different position flexfields and associated data fields
used for building positions. Required data fields are highlighted.

The flexfields are divided into two sections:
1. Required by all Components
2. Component-unique
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Position Flexfields

August 25, 2000

1. Required by All Components

Flexfield

Window/Description

Position (Name
on the Position
Window)

1=z
Fe= |
|

|
P sl . S

== Position Flexfield
ri

Fosition Description Mo
Title

Seguence Number

SUPPLY TECHNICIAN
2512

Agency Group [ARMC uUSs Army Medical Command
Fosition Type [APPR Appropriated Fund =
«| | .
Clear i Cancel i OK i

Data Field Description/Action

Position Description | Enter up to 15 characters; use all caps; Printsin Block

No 15 of NPA; may be cusomized: Ex: GS-13-1234.

Title Use LOV to select postion title, or typein using all
caps for consistency; printsin Block 15.

Sequence Number | System-generated.

Agency Group “Owning” Agency Group; use LOV or typein; Ex:
ARMC (US Army Medical Command); printsin
Block 47 of NPA.

Position Type Use LOV or typein; Ex: APPR (Appropriated Fund).

Position Management and Classification: Building Positions

Continued on next page
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Position Flexfields, continued

August 25, 2000

1. Required by All Components (continued)

Flexfield

Window/Description

Additional Position
Details

{l = Additional Position Details

& 2

Sericing Office 1D |AG
Servicing Agency (AR Army

Aberdeen Proving Grd Aberdeeen MD i‘

Region Army Mortheast Region

UritID Code [WOJEEA

PAS Code

Wnhilization Indicatar B

U.5. Army Test & Evaluation Command, Aberdeen PG,

Position Required Only Upon Mobilization

FRemarks

Wacanoy Indicator |0 Yacancy

Payrall System (D DCPS
Praduct Distr Instructions  (AG

Beport Distr Instructions  [AG
4

Clear | Cancel | ’TI
Data Field Description/Action

Servicing Office 1D AG

Servicing Agency AR

Region ARNE (Note: Servicing Office ID and
Region must be consistent to enable
automatic population of Personnel Office
ID in the US government Position Group 1
Flexfield.)

Unit ID Code Used by all of DoD except Air Force.

Pas Code Used Only by Air Force and National

Guard.

Mobilization I ndicator

Ex: B.

Remarks

(Optional - enter freeform text)

Vacancy I ndicator

Ex: 0.

Payroll System

Ex: D.

Product Distr Instructions

Automatically populates.

Report Distr I nstructions

Automatically populates

Position Management and Classification: Building Positions
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Position Flexfields, continued

1. Required by All Components (continued)

Flexfield

Window/Description

I nfo

Multiple Agency

jl Extra Position Information O] x
E!| ? |
3= L]

Fosition Mgt Review Status [ =

Status |1 Confirmed Position

Fayroll Cost Code
Fayrall Org Code
Funct.Acct and Shred
Frogram Element
bohility Reason |9 Not Applicable
Fesponsibility Lewel

Gur-Ammo Access ID [N POSITION DOES NOT REQUIF

Fosition Mationality
] »
Clear | Cancel | (0] 4 |

Data Field Description/Action
Psn Mgt Review Status Ex: Y - No Change.
Status Defaultsto 1 - Confirmed Position.

Payroll Cost Code

Payroll Org Code

Funct Acct and Shred

Program Element Ex: 22698A - Hg Forces Cmd.
Mobility Reason Defaultsto 9 - N/.A
Responsibility Level Ex: 2 - Supervisor or Manager.
Gun-AMMO Access|Id Defaultsto N - Position does not

require verification of incumbent.

Position Nationality

Continued on next page
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Position Flexfields, Continued
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1. Required by All Components (continued)

Flexfield

Window/Description

US Gover nment
Position Group 1

[ Extra Position Information
&l 2
Personnel Office ID

Office Symbol

Organization Structure |D
Occupation Category Code
FLSA Category

I [=]

Bargaining Unit Status

Competitive Lewel
Competitive Area

Wy'ork Schecdule
FPar-Time Hours Biweekly
Functional Class

Fosition Working Title
Fosition Sensitivity
Security Access

FPRF/SC

Supervsony Status

Twpe Employee Supervised
Supervisony Diff Eligikility
Fayrall Office 1D
Timekeeper

Fosition's Organization

F Full-Time

- ~l
oo

Not Applicable

1 Non-Sensitive [NS)

8 Non-Supervisory
99 NOT APPLICABLE

- o

[T o ]

Clear | Cancel

Data Field

Description/Action

Personnel Office D

Enter % and Tab to Office Symbol to
populate this field.

Office Symbol

Organization Structure ID

4 digits.

Occupation Category

Code Ex: T — Technical.

FLSA Category

Defaultsto N — Nonexemp.

Position Management and Classification: Building Positions
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Position Flexfields, continued
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1. Required by All Components (continued)

Flexfield

Window/Description

(cont)

US Government
Position Group 1

Data Field Description/Action
Bargaining Unit Status Ex: 8888 —Indigible.
Competitive Level
Competitive Area
Work Schedule Defaultsto F - Full Time.

Part Time Hours Biweekly

Functional Class Automatically populates .

Part Time Hours Biweekly Enter only when ScheduleisP.
Functional Class Automatically populates.
Position Working Title Appears on NPA - “ Appointing

Official”.

Position Sensitivity

Defaultsto 1 - Non-Sensitive.

Security Access Ex: 0 - No access required.
PRP/CI

Supervisory Status Defaultsto 8 - Non-Supervisory.
Type Employee Supervised | Defaultsto 99 - Not Applicable.

Supervisory Diff Eligibility

Payroll Office D

CA.

Timekeeper (to be deleted)

Position’s Organization

Populatesthe “TO” and “FROM”
data fields on the RPA and the NPA.
See Building a Position’s
Organization Address (POA) inthis
chapter.

Ex: WDCA99JAFTB

Position Management and Classification: Building Positions
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Position Flexfields, Continued

1. Required by All Components (continued)

Flexfield

Window/Description

US Gover nment
Position Group 2

Faosition Type APPR] Appropriated Fund Position i‘

Pasition Occupied

Organization Function Code

Diate Position Classified

Diate Last Position Audit
Classification Official
Language Reguired

=]

Mirr Test

Financial Statement NiA

0
Training Prograrm 1D [YY  Not Applicable
N

Keyw Emergency Essential Position Not Designated Emergency-Ess
Appropriation Code 1
Appropriation Code 2
Intelligence Fosition Ind v Non-Civilian Intelligence Personnel Man;
LEO Pasition Indicatar (O No Applicable Program -
4] 3
Clear | Cancel ‘ 0K |
Data Field Description/Action
Position Type Defaultsto APPR.
Position Occupied Ex: 1 - Competitive Service.
Organization Function Ex: NBZ - Supply Disposal.

Code

Date Position Classified Enter Date or use the Calendar.

Date Last Position Audit Enter Date.

Classification Official Ex: H - Principal Classfier.

Language Required

Drug Test Defaultsto C - No Drug Test Required.
Financial Statement Defaultsto O - N/A.

Training Program ID Defaultsto YY - N/A.

Continued on next page
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Position Flexfields, continued

1. Required by All Components (continued)

Flexfield Window/Description
US Gover nment
Position Group 2 Data Field Description/Action
(cont)-
Key Emergency Essential | Defaultsto N - Position Not
Designated Emergency - Essential
or Key.
Appropriation Code 1 Ex: 00109820XCZ.
Appropriation Code 2
Intelligence Position Ind | Defaultsto 1 - Non-Civilian
Intelligence Personnel Mgmt Sys.
LEOQO Postion Indicator Automatically populates.
US Gover nment Extra Pozition Information H=] E3

Position Obligated

Expiration Date (LS RsBE]

=
Ohligated Type (T Temporary Promotion Or Tem|:]|
Obligated Employee S3M |241-80-9898 =
3

JdJr
Clear | Cancel I 0K I
Data Field Description/Action
Expiration Date
Obligated Type

Obligated Employee SSN

Continued on next page
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Position Flexfields, continued

August 25, 2000

1. Required by All Components (continued)

US Government Valid
Grade | nformation

E xtra Position Information

w2
“alid Grade =
Target Grade
Fay Table IO |0000 0ooo O
Pay Basis [PA Per Annum
Employment Categary Grougp |1 Salaried =
nl I v
Clear ! Cancel I Ok !
Data Field Description/Action
Valid Grade
Target Grade
Pay Table ID
Pay Basis
Employment Category Group

Position Management and Classification: Building Positions
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Position Flexfields, continued
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1. Required by All Components (continued)

Flexfield

Window/Description

Acquisition Program
I nfor mation (for
Acquisition Positions
Only)

xtra Fosition Information _ | O] =

Career Lewel
Job Site

Critical Fosition
Job Specialty 1
Job Specialty 2
Career Category
FProgram Twpe

Special Assignment

Entry Level | — |
N 50% or Less Time Contrct Site
4 Acquisition Position-Mot Critical Or D
6 Contracting for Construction
2 Maj Sys Acq
C Contracting
3 ACAT 1 & 1l Defense ACQ Program { S5

B Program Manager [PM]

45 i_ ____________________________________ _Ll_l
Clear | Cancel | oK I

Data Field Description/Action
Career Level
Job Ste Automatically populates.
Critical Position Automatically populates.
Job Specialty 1
Job Specialty 2
Career Category Automatically populates.
Program Type

Fpoecial Assignment

Continued on next page
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Position Flexfields, continued
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2. Component-Unique Flexfields

Flexfield

Window/Description

Air Force
Appropriated/L ocal
National (L N)

= Extra Position Information

tanpower FCN

hanpower Fimlks

AFSC Frefix

AFSC

SES Precedence Code
ARTID

LM Acct Class

Fsn Misclassification (A7)
Authorized Lang Degree [JA)
LM Positian Title

IH[=] E3

Bl .

Clear I Cancel

Position Management and Classification: Building Positions
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Position Flexfields, continued
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2. Component-Unique Flexfields (Continued)

Flexfield

Window/Description

Army

Appropriated/L ocal
National (L N)

== Extra Position Information

=iyl | P

TDA Line Mumber

TDhA Fara Mumber

Fill Priority

tdokilization Cross Walk
kdobilization FPosition Fill Code
“Wworkocenter Code

Account Processing Code
ArAZSCO

Functional Designator
AT ID

APS S SC Regmt
Fosition Mgt Review Status
German State (L)

Clear i Cancel i Ok I

|

3 Other Positions

1 Installation Employees

1 Military Functions
ARTs Not Subject To Geogr

=

AR
<] e

Data Field Description/Action
TDA Line Number
TDA Para Number
Fill Priority Ex: 3 (Other Positions).

Mobilization Cross Walk

Ex: 1 (Ingallation Employees).

Mobilization Position Fill
Code

Workcenter Code

Account Processing Code

AMSCD

Functional Designator

Defaultsto 1 (Military functions) 1

ART ID

R (ARTsNot Subject to
Geographic)

AMSC/SSC Reqnt

Position Mgt Review Satus

German Sate (LN)

Position Management and Classification: Building Positions
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Position Flexfields, continued
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2. Component-Unique Flexfields (continued)

Flexfield

Window/Description

Army & Air Force
NAF

AR Position D
MAE Swoe Ofc Syrmbol

A A ity
Ermployviment Sat
Employing MAF

Aty

NAF Categons

AR Murnker

Standard MNAF] Mumber
Medical Indicator
Inssestigation

Position Tipped

Shift Differential Indicator
Peay Cyole

Tip Offset

Mot Applicable

Alternate

Data Field

Description/Action

NAFI Position ID

AF - Fund Code .
Army - Installation Code.

NAF Svc Ofc Symbol HRO Office Symboal.
NAFI Activity AF - Cost Center Code.
Army - Program Code.
Employment Cat
Employing NAFI Cleartext for NAFI Position ID.
Activity Cleartext for NAFI Activity.
NAF| Category AF Only.
NAFI Number Position shred.
Sandard NAFI Number | Army Only.
Medical | ndicator Use LOV.
Investigation
Position Tipped
Shift Differential Input a“1” to suppress 2™ & 3" shifts.
Indicator
Pay Cycle UseLOV.
Tip Offset Type in amount.

Position Management and Classification: Building Positions

Continued on next page
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Position Flexfields, continued
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2. Component-Unique Flexfields (continued)

Flexfield

Window/Description

Air Force Guard
Tech

[ Extra Position Information
2

FThd Option ||

Position 1D

Fosition ILO

MNatl Grd Appt Fegmt

CPCN Exception Code

Funding Source

Pasition Funding

=] E3

[

-

o

Clear

Cancel | OK I

Data Field

Description/Action

FTM Option

Position 1D

Position ILO

Nat’'| Grd Appt Regmt

CPCN Exception Code

Funding Source

Position Funding

Position Management and Classification: Building Positions

Continued on next page
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Position Flexfields, continued
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2. Component-Unique Flexfields (continued)

AFSC

Matl Grd Appt Regmt

CFCMN Exception Code
Position Funding

" Authorized Military Grade

Clear

Flexfield Window/Description
AI r For Ce G ua'r d I Extra Position Information ] S
Reserve K]
tanpower FCN ~|
FTh Option ]
Posion D |
Position ILO T

Data Field

Description/Action

Manpower PCN

FTM Option

Position ID

Position ILO

AFSC

Natl Grd Appt Regmt

CPCN Exception Code

Position Funding

Authorized Military Grade

Position Management and Classification: Building Positions

Continued on next page
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Position Flexfields, continued

2. Component-Unique Flexfields (continued)

Flexfield Window/Description
Army Guard Tech E—— —_
D

ranpower PCH [ —

FThk Option

Position ID

Fosition ILO
MTOETDASSFE
MTOE/TDAPARALMN/SE
Autharized Psn
RFequired Fsn

AbASCO

Matl Grd Appt Regmt
CPCMN Exception Code
Funding Source

AMSCISEC Regmt =

Data Field Description/Action

Manpower PCN

FTM Option

Position 1D

Position ILO

MTOE/TDA/SP

MTOE/TDA/PARA/LN/SP

Authorized Psn

Required Psn

AMSCO

Natl Grd Appt Regmt

CPCN Exception Code

Funding Source

AMSC/SSC Regmt

Continued on next page
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Position Flexfields, continued
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2. Component-Unique Flexfields (continued)

Flexfield

Window/Description

Army Guard
Reserve

Extra Position Information

2

Manpower PCH
FThd Option
Pasition D
Position ILO
MTOE TDA
ParaLine Mo

Authorized Psn

Reguired Psn

AMSCO
Matl Grd Appt Recmt
MOS

NG AR Unit

Al

Data Field

Description/Action

Manpower PCN

FTM Option

Position 1D

Position ILO

MTOE TDA

ParaLineNo

Authorized Psn

Required Psn

AMSCO

Natl Grd Appt Regmt

MOS

NG AR Unit

Position Management and Classification: Building Positions
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Position Flexfields, continued

2. Component-Unique Flexfields (continued)

Flexfield

Window/Description

Defense Commissary
Agency

Extra Position Information

Career Frogram Fosition
(e

Clear I Cancel I 0K I

Data Field Description/Action

Career Program Position

Defense Contract
Audit Agency

= Extra Position Information =] E3

Rotation Status | ;!
Line Mumber =
G
Clear ! Cancel I 0K I
Data Field Description/Action
Rotation Status
Line Number

Continued on next page
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Position Flexfields, continued

2. Component-Unique Flexfields (continued)

Flexfield

Window/Description

Defense Finance &
Accounting Service

Extra Position Information =]

4 B d?

Lire Murber || |‘

Location =

A J

N R

Data Field Description/Action
Line Number
L ocation
Defense Security
Service o

Appropriation Code
D= Frogram Element
Functional Title
Sequence RNumber
At

FPseudo Office

Clear i Cancel ! | O K !

Data Field Description/Action

DSS Appropriation
Code

DSS Program Fund

Functional Title

Sequence Number

Activity

Psuedo Office

Position Management and Classification: Building Positions
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Position Flexfields, continued

2. Component-Unique Flexfields (continued)

Flexfield Window/Description
Defense L OgIStICS Extra Poszition Information
Agency

Career Frogram Fosition

Fotation Status

Clear Cancel I | Ok J

Data Field Description/Action
Career Program Position
Rotation Status

DoD Education
Activity

= Extra Position Information

Clualifwing hdix 1
Clualifwing hdix 2
Clualifwing kdix 3
Cualifwing kdix 4
Clualifwing kdix 5

Accounting Code

Clear i Cancel I

Data Field Description/Action
Qualifying Mix 1
Qualifying Mix 2
Qualifying Mix 3
Qualifying Mix 4
Qualifying Mix 5
Accounting Code

Continued on next page
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Position Flexfields, continued
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2. Component-Unique Flexfields (continued)

Flexfield

Window/Description

DoD IG (Under Devel opment)

Services

US Unlv Of Health = Extra Position Information

=] E3

Frogram Element

Ceiling Mumber

Funct Acct and Shred

Clear i

Cancel

Data Field

Description/Action

Program Element

Celling Number

Funct Acct and Shred

W ashington
Headquarters £nl?
Service (WHS)

[ Extra Position Information

TDA Line Nurmber (3

Authorized on TDA

Funds Symbol
Manpower PCH

Manpower Rmks

97040025200000

Clear

Cancel | OK I

Data Field

Description/Action

TDA Line Number

Appropriation Code

Funds Symbol

Position Management and Classification: Building Positions

Continued on next page
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Position Flexfields, continued

2. Component-Unique Flexfields (continued)

Flexfield Window/Description
Career Pr Ogram (for Extra Position Information =] E]
Air Forceand Army 5l 192

Career Program

POSItIOﬂS Only) Career Program AF)
Career Frogram Twpe [(AF)

Change Feasons (AF)

|

Career Field (=F) (13 Supply Management
Career Program Code (&R |13 Supply Management
ACTEDS Key Position (AR |2 Career Program —
o e
Clear i Cancel I oK ’
Data Field Description/Action

Career Program(AF)

Career Program Type (AF)

Change Reasons (AF)

Career Fidd (AR) Enter Career Field, Ex: 13 - Supply
Managemen.t

Career Program Code (AR) | Enter Career Program Code, Ex: R
- Supply Management.

ACTEDS Key Podition (AR) Enter the ACTEDS Key Position,
Ex: Career Program.

Continued on next page
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Position Flexfields, continued
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Career Program Type (AF) (continued)

POSItIOﬂS Only) Demo Broadband "_
A

Flexfield Window/Description
Air Force Demo
Proj ect £ P
I nfor mati(_)n (for | DemoLocation Cade R Army Laboratory Personnel Demo ]
Demo Pr OJ ect | Demo Pay Plan (DK Demonstration General Support [4rmy)

-

13

Clear I

Cancel I OK |

Data Field

Description/Action

Demo L ocation Code

Demo Pay Plan

Demo Broadband

Navy Demo Project

[ Extra Position Information

= )

Demo OGC ||
Demo SAC
DOT Code

Sensitivity Criterion |M
[

Clear

Access to Scret{Conf Info

I [=1 B3

-
o]

‘ Cancel

Data Field

Description/Action

Demo OAD

Demo SAC

DOT Code

Sensitivity Criterion

Position Management and Classification: Building Positions
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Position Flexfields, continued

Demo L acation Code (continued)

Flexfield Window/Description

SKill Information
(AII’ For ce Only) : xlra Position Information

Skill 1
Shred 1
Sub Shred 1

Skill Code Pending =

|

Fearcent 1 100
Skill 2

Shred 2
Sub Shred 2

Farcant 2 i

I E
Clear i Cancel i OK !

Data Field Description/Action

Skill 1

Shred 1

Sub Shred 1

Percent 1

Skill 2

Shred 2

Sub Shred 2

Percent 2
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Building a Position

Pur pose This section guides you through the steps of building a position. A key

responsibility of a Regional Service Center (RSC) or a Customer Service Unit

(CSV) isthe function of building positionsin a serviced organization. A
position is required before an applicant can be appointed.

Section Content

Topic Page

Navigating to the Position Window 27
Fields and Buttons on the Position Window 29
Completing the Position Window and Flexfields 30
Completing Additional Position Details Window 34
Completing the Extra Position I nformation Flexfields (all Components) : 38
- Multiple Agency Infor mation 41

US Gover nment Position Group 1 43

US Gover nment Position Group 2 46

US Government Valid Grade I nformation 48

US Gover nment Position Obligated S0

Validating the Position 52
About this Position 53
Exiting the Position 53

See Also Module 1, Fundamentals of the Modern DCPDS
" Module 2, Position Management and Classification Using the Modern
DCPDS

Chapter 1, Building Position
Chapter 2, Managing Positions
Validating an Invalid Position
Quick Copying a Position
Chapter 3, Managing Position Hierarchy
Linking a Position to the Position Hierarchy
Module 8, Payroll in the Modern DCPDS
Chapter 1, Correcting the Payroll System Code and POID

Continued on next page
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Building a Position, Continued

Before You - Businessrules related to specific types of positionswill dictate required data
Begin fields.
Some of the most frequently used data will be initialized (auto popul ated)
from a previous entry when you open the Flexfields. In most cases, you

have the ability to override the information if incorrect or if you need to
changeit.

Y ou can validate the position at the main position window or at any of the
Descriptive Flexfield windows, once all the required data has been input.

At implementation of modern DCPDS, Position’s Organization Address
(POA) will already be loaded and will appear on the LOV in the US
Government Position Group 1 Flexfield, when building a position. After
implementation, if a new position addressis required, you will have to build
it before a position can be validated. See Building a Position’s
Organization Address (POA) .

For new positions below the UIC or PAS Code level, the POA is updated
locally. Thisinformation isused to populate the “TO” and “FROM” data
fields on the RPA and NPA. Itisnot directly related or tied to the UIC/PAS
organization.

New positions need to be linked (added) to a position hierarchy. (See
Chapter 3, Managing Position Hierarchy of this module.)

Decisions before you begin:

If you are building one of the
following positions... Then...

In a new organization Y ou need to build a position’s organization
address (POA) using ingructions in this
chapter.

Acquisition See the Component-Unique Flexfields in the

Career Program Chapter Overview.

Obligated

Demo Project

National Guard

Continued on next page
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Building a Position, Continued

August 25, 2000

Navigating to the Position Window

Step

Action

1 Select your responsibility from the Responsibilities Window, i.e.,
CIVDOD CLASSIFIER, CIVDOD PERSONNELIST, etc.

Rezponsibilities [ <)
Find |%

ChDOD CLASSIFIER
ClvDOD OTA FISC OFF
ClvDOD OTA MNGR/SUFY
ClvDOD FERSOMMNELIST
ClDOD STAFFER
CHDOD SUPR OTA
CIDOD US GOY NAF MGR
Oracle Training GUI

IS5 Federal HR Manager

d

b

Find |

[ o ]

Cancel |

2 Click <OK>.

The Navigation List displays.

Position Management and Classification:

Building Positions

Continued on next page
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Building a Position, Continued

Navigating to the Position Window (continued)

Step

Action

3

On the Navigation List, click Work Srructures — Position —
Description.
#- Mavigator - CI¥DOD CLASSIFIER  [NE B3

Work Structures:

Enter work structures

+ Requestfor Personnel Action =]
+ CAOQfTRANSFER Request
+ Mass Actions
Workflow Inbox
+ Complaints Tracking
Breakdown Folder

Reduction In Force iﬁlii

FSEUDOSFS0
+ View
+ Processes and Reports -

#] =] #f]=] [are

=

The Position Window displays. The Position Window may be
used to build or query a position.

EX Position [_ O] %]
Dates
’7 FCT 23U L1999 To
MNarme
Crganization Job
Laocation Status [ r 1
Standard Conditians ji
Normal Time
Wiorking Hours ’7 Start End
Freguency
Reporting To Validate
Occupancy | Ewvent History | Quick Copy ‘ Others__

Continued on next page
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Building a Position, Continued

Fields and Buttons
on the Position

Some fields and buttons are unique to the Oracle application and are not being
used by DoD. Otherswill be used as you progress through a position build as

Window described in the following table.
Fields/Buttons Description/Action

Dates Region The system populates the From data field with the current date
which becomes the effective date (the date the position was
established).
Note: Ensure the effective date is early enough to handle any
higtorical information you want to enter.

Name Region Includes Position Description Number, Title, Sequence Number,
Agency Number, and Position Type.

Organization UIC or PAS Code, ex: HQ US Army Corps of Engineers

L ocation GSA Location Code, ex: 110010001 (may be overwritten if
different from the organization location)

Jaob Occupational Series, ex: 2005. Supply Clerical and Technician

Status Indicates if the position is Invalid or Valid

Standard

Conditions

Region

Reporting To Accesses the Position Hierarchy Window. Used to link to the
position hierarchy and show which position it reports to.

Occupancy Used to identify the person who occupies the position.

Event History

Quick Copy Makes a copy of the existing position.

Validate Used to change the position status from invalid to valid once all
required data is entered and all businessrules are met.

Others... Displays the Navigation Options Window.

Position Management and Classification: Building Positions

Continued on next page
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Building a Position, Continued

Completing Because of the relational database and Component-unique flexfields, only
the Position one Component was used in these steps for building a position. Thus,
Window and examples provided are used for building an Army appropriated position.
Flexfields Other Components should refer to the Component-Unique Flexfields

section in the Overview/Flexfield section of this chapter.

71
L Note: Useall caps (upper case) when completing the data fields for
consistency.

Step Action
1 | Onthe Position Window, the cursor ison the From data field and the

current date isdisplayed. If you need to makeit a prior date, use the
Alter Effective Date Method:

Click the Alter Effective Date Button onthe Toolbar. The Alter

Effective Date Window displays with the cursor in the Effective Date
data field:

E Alter Effective Date

Effective Date |{4aii0 g REL] Today's Date |23—JUL—I 999
m Reset | Cancel |

2 | Changethe Effective Date data field to a prior date, by deleting the
displayed date and entering a new date (DD-MMM-YYYY).

EX Alter Effective Date

Effective Date |2IJ-JUL—1999 Today's Date I2B—JUL—1999

OK | Reset | Cancel |
3 | Click <OK>. The Position Window displays with the new From date.
f‘z Notes:
- Once you save the position, you cannot go back and change the
From date.

If you enter a date in the To date data field, the position will
terminate on that date. If the position is encumbered, a message
will generate daily to remind the user to move the employee to
another position.

Continued on next page
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Building a Position, Continued

Completing the Position Window and Flexfields (continued)

Step

Action

3
(cont)

Click Name. The Position Flexfield Window displays. [Tab] to
each data field and use the LOV or enter:

Data Field Description/Action

Position Description No | (All Caps, up to 15 characters) Y ou
can customize, e.g., “GS-13-1234"
(Printsin Block 15 of NPA).

Caution: If you build the same position in upper and lower case,
the system will recognize two separate positions.

Title (For consistency, enter all caps, or
usethe LOV - printsin Block 15
onthe NPA). (Example: SUPPLY
TECHNICIAN)

Sequence Number System generated

Agency Group The owning Agency Group (Block
47 onthe NPA) (Example:
ARMC)

Position Type Example. APPR (includes“ MIL”
for virtual postions)

i Position Flexfield =] E

J123 =
SUPPLY TECHNICIAN
1344

Fosition Description Mo

Title

Sequence Number

Agency Group  [ARMC U.5. Army Medical Command
Position Type [APPR Appropriated Fund -
| | >
Clear 1 Cancel 1 OK i

There are three buttons at the bottom of each flexfield.
<Clear> - Deletes entered data.
<Cancel> - Exits the window without entering data.
<OK > - Enters the data and moves to the next window.
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Completing the Position Window and Flexfields (continued)

Step

Action

4

The Position Window displays with the Name field populated from step 2.

Dates
’7 Frarm

|2?-JUL—1999 To |

Marme
Organization

Location

J123.SUPPLY TECHNICIAN 1344 ARMC APPR

I Jab
Status

([ 1

Click Organization datafield and select the UIC from the LOV on the
Toolbar. If necessary, enter reduction criteria. (Example: 0ARMY %)

i Enter Reduction Criteria for Long-List

.
[ [zarnvz]
|
|
|
|
|
|

_ Cancel |

Click <OK>. The Organizations Window displays.

Organizations

Find |%

HoL LS. ARy CORPS OF EMNGINEERS  ARC
OFFICE, CHIEF OF THE ARKMY BEESERYE AR
SECRETARY OF THE ARRY ARSAML
SEMNIOR ARKMY ADWISOR GROUF ALASKA A
TRIFLER ARRKY MEDICAL CENTER ARRAC
TRIPLER ARRKMY MEDICAL CERNTER. DERTAL £
S ARMY CORFPS OF EMNGINEER. FAC.OCE.D

RN

[aFhd BROADCASTIMNG SERVICE ARSE =]
BT SIGHAL CORMBAND ARFSwan__|
IWSSIST SECRETARY OF THE ARRY (MERA) |
CHIEF OF STAFF ARRY ARCSWIZLLA
HCo L 5. ARRMY MATERIEL CORRAMND AR
HD LS, ARKMY LARAN [ TAACCR ARFTWY

LS ARMY ENGINEER DIST., ALASKA  ARCE
>|

Find | )4 I Cancel I

Highlight the Organization. Click <OK>.
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Completing the Position Window and Flexfields (continued)

Step

Action

mfrom Step 6.

7 The Position Window displays with Organization and Location filled

Dates
’7 From |27-JUL-1838

W[

Mame |J123.SUPPLY TECHNICIAN.1344 ARMC APPR

Organization |HQ. U.5. ARMY CORPS OF ENGINEE Joh

Location [110010001]

PAS Code Levels.

Status — [ |_ 1

The Organization printsin Block 22 on the NPA.
The Location (GSA Location) is auto populated from the
organization selected and printsin Block 38 on the NPA.

f Note: If the duty location is different from the organization location,
you can override it with the correct duty location.

Organizations are centrally maintained at the UIC Level and

Contact your Component for adding an organization to the li<t.

8 Cursor moves to Job data field.
occupational series. (Ex: 2005, 0318, etc.) and click the LOV to
populate the description, or click the LOV and type in the reduction
criteria (Ex: %SUPPLY %). The Jobs Window (for SUPPLY))

Enter the four digits of the

displays.
Jobs
Find ==
0622 . krdedical Supply Aide And Technician (0622 —

=001 . General Suppls (20077

005 Supply Clerical And Technician (2005)
2050 . Supphy Cataloging (20507
2099 Supply Student Trainee (2099)
H991 . Supphs Officer (99917
9992 Assistant Supply Officer (939927
H993. Junior Supply Officer (9993)

«| | v |
Fra | Cancer |

Highlight the series. Click <OK>.

Continued on next page

Position Management and Classification: Building Positions Mod 2, Chap 1, page 33




August 25, 2000

Building a Position, Continued

Completing the Position Window and Flexfields (continued)

Step

Action

8
(cont)

Job Title and Series popul ates on the Position Window and printsin
Blocks 16 and 17 on the NPA.

ik Position

=]

Dates
’7 From [27-JUL-1999 Tao
Name |J123.SUPPLY TECHNICIAN.1344 ARMC APPR
Organization (HQ, U.5. ARMY CORPS OF ENGINEE Job |2005.Supply Clerical And
Tl 110010001 Status [ r]

Click the Global Descriptive Flexfield “[ ]” (after the Status Box) to
add additional position det'ails

Status [ r ]

Completing the Additional Details Window

Step

Action

1

The Additional Position Details Window displays. Typethe
information in the data fields or use the LOVs.

Serdcing Office 1D

Servicing Agency
Region

UnitID Code
FAS Code

tohilization Indicator

Remarks

“acancy Indicator VYacancy

DCPS

[=]

Fayraoll System

Product Distr Instructions

Report Distr Instructions

E |
\LL

Data Field Description/Action
Servicing OfficeID | AG

Continued on next page
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Building a Position, Continued

Completing the Additional Details Window (continued)

Step

Action

1
(cont)

Note: The Servicing Office ID and Region must be consistent to
enable automatic population of Personnel Office D inthe US
Government Position Group 1 Flexfield.

Data Field Description/Action

Servicing Agency AR

Region ARNE

Unit ID Code

PAS Code (AF and Air

National Guard)

Mobilization I ndicator B

Remarks Optional - enter freeform text
(Used by Components for tracking
purposes and will only show on
this window.)

Vacancy I ndicator Defaultsto O

Payroll System Defaultsto D

Note: Product Distr Instructions and Report Distr Instructions are
based on Servicing Office I D and automatically populate during the
initial entry. If you do not override (manually change) the defaults of
these two elements, subsequent changes automatically populate them.

Caution: However, if you do override either of these two elements,
and later change the Servicing Office I D, you must ensure the codes
are correct and make changesiif required.

Servicing Office ID [AG Aberdeen Proving Grd Aberdecen MD

Servicin gAgency (AR Army
Region [BERIE Army Mortheast Region
Unit 1D Code  (WWOJEEA U.S. Army Test & E i C Al PG,
PAS Code
tMobilization Indicatar [B Position Required Only Upon Mobilization
Fiemarks |
“acancy Indicator |0 Vacancy
Payroll System [P DCPS
Product Distr Instructions  |AG
Report Distr Instructions  |AG

N | e

Continued on next page
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Building a Position, Continued

Completing the Additional Details Window (continued)

Step

Action

2

Click <OK>. The Position Window displays with the Descriptive
Flexfield populated.

sk Pozition [_[O] =]

Dates
’7 Fram |2?-JUL—1 999 Tao |

Mame [J123.SUPPLY TECHNICIAN 1342 ARMC APFR
IGENEEL F EMNGINEERS  ARCEWOJVAA 01 Jok |2005.Supply Clerical And”

Lacation |11uu1uuu1 _— [W]

A

Click Save ! onthe Toolbar. The Message Lineindicat
“Transaction complete: 1 records applied and saved.”

The Status field shows “Invalid” at thispoint. The position will remain
invalid until all required data is entered and all business rules are met.

=101%]

’7 From I27—JUL—1993 To | ‘

Name [J123.SUPPLY TECHNICIAN.1344.ARMC.APPR

Organization [HQ. U.S. ARMY CORPS OF ENGINEE Job [2005.Supply Clerical I And

Lacation [110010001 Status [irvalid tfach

Normal Ti

andarel Canditions
Warking Haurs ’7 Start End ‘

Frequency

Reporting To Validate
Occupancy | Event History | Quick Copy | Others

_

RM-40400: Transaction complete: 1 records applied and saved
Zounk 0 <List>

Click <Others...> at the bottom of the Position Window.

Continued on next page
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Completing the Additional Details Window (continued)

Step

Action

5

The Navigation Options Window displays. Use the Find function to
reduce the options and select your agency. (Ex: %Army%)
Click the Agency. (Ex: Army Appropriated Fund )

Havwigation Options

Find |%

lair Force Active Guard And Reserve
ir Force Appropriated Fund

kair Force Guard Technician

lair Force Local MNational

ir Force Maonappropriated Fund
LAy Sctive Guard And Reserve

Ay Appropriated Fund

Click <OK>.
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Building a Position, Continued

Completing the Extra Position I nfor mation Flexfields

Step Action

1 | Onceyou select the Component from the Navigation Options
Window, the Extra Position I nformation Flexfield Window with
position type displays.

== Extra Position Information [JI123.SUPPLY TECHHICIAN. 2518 ARMC_APPR)

Twpe
;1 |Acquisi(iun Program Information

! Army Appropriated/Local Nationall

Career Program

Demo Project Information

v Info

US Government Position Group 1

US Government Position Group 2

US Government Position Obligated
= US Government Valid Grade Info

Details

[ ([

WValidate i

I} Note: Display of segments may be different for each Component.
Y ou may bypass the ones not applicable to the position you're
building, i.e., Career Program, Acquisition, Demos, €tc.

The PD#, Title, Sequence Nbr, Agency Gp, and Position Type
appear in the window Title Bar.

2 | Click Army Appropriated/L ocal National .

Continued on next page
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Building a Position, Continued

Completing the Extra Position I nfor mation Flexfields (continued)

Step Action
3 | Click Details. (The Details box will be blank.)

If‘z Note: Although <Validate> ison this window, the position cannot

be validated until all required data is entered. If you try to validate
the position and the required data isincomplete, you will receive an
Error message smilar to thisone. Y ou need to make the corrections
before you can validate.

| Fill Priority, Mobility Cross “Walk, kobility
| Position Fill Code. “Workcenter Code.
AMEC/ESC Regmt found in ARMY
APPROPRIATED/LOCAL NATIOMNAL are
Army unique data fields
CIv_UINIC_DaATA_CHECK_3 )

Data Field Description/Example
TDA Line Number
TDA Para Number
Fill Priority 3 (Other Postions).
Mobilization Cross Walk 1-(Installation Employees).
Mobilization Position Fill

Code
Workcenter Code
Account Processing Code

AMSCD

Functional Designator Defaultsto 1 (Military
Functions).

ART ID R (ARTsNot Subject to
Geographic).

AMSC/SSC Regmt Leave blank for this position.

Position Mgt Review Status

German Sate (LN) (Leave blank for this position).

Continued on next page
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Completing the Extra Position I nfor mation Flexfields (continued)

Step

Action

4
(cont)

The following example isfor an Army Appropriated position.

g A

£y 2
TDA Line Mumber

TOA Para Number

Fill Priority

Maobilization Cross Walk
Maobilization Position Fill Code
Workcenter Code

Account Processing Code
AMMSCD

Functional Designatar

- =
110

3 Other Positions

1 Installation Employees

AEMS
41101159KCY

1 Military Functions

ARTID

AMIC/ZEC Regmt
Puosition Mgt Rewview Status
German State (L)

Clear |

Click <OK>.

The Extra Position I nfor mation Flexfield displays again with
position data on the Title Bar and Details popul ated.

& E xtra Position Information [J123 SUPPLY TECHNICIAN 1344 ARMC APPR]

Type
4 ‘Acquisiliun Program Information

I Army Appropriated/Local National

Career Program

Demo Project Information

Multiple Agency Information

US Government Position Group 1

US Government Position Group 2

US Government Position Obligated

=1 US Government Valid Grade Info

Details

_> | |UQ.11I].3..1..AEMS.411I]1159KCY.1....

Validate |

Click Save. The Message Linewill indicate: “1 records applied and

saved.”
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Completing the M ultiple Agency | nfor mation Window

Step Action

1 The Extra Position | nfor mation

Tywpe

dataonthe Title Bar. Click Multiple Agency Information.

[l E xtra Position Information [J123.5UPPLY TECHNICIAN 1344 ARMC_APPR)

Window displays again with PD

Acquisition Program Information

Army Appropriatedf{Local National

Career Program

Demo Project Information

Multiple Agency Information

US Government Position Group 1

US Government Position Group 2

US Government Position Obligated

Details

J US Government Valid Grade Info

z
£ Note: The same data appliesto all military agencies.

(I

[ Extra Position Information

1’-:-—6)

Fuosition kgt Review Status [

-

Status

2 Click in Details. The Extra Position | nformation Flexfield
Window displays with some fields popul ated.

=] E3

Confirmed Position

Payroll Cost Code
Fayroll Org Code
Funct Acct and Shred
Frogram Element

tokility Reason |9

Fesponsibility Level

Gur-Armmo Access IO (M

Fosition MNationality

Mot Applicable

POSITION DOES NOT REQUIF

T
Clear |  camcet [[ ok |
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Completing the M ultiple Agency I nformation Window (continued)

Step

Action

3

Type the information in the data fields or use the LOVs.

Data Field Description/Action
Position Mgt Review Status | Y - No Change.
Status Defaultsto 1.

Payroll Cost Code

Payroll Org Code

Funct Acct and Shred

Program Element

22698A - Hq Forces Cmd.

Mobility Reason

Defaultsto 9.

Responsibility Level

2 - Supervisor or Manager.

Gun-Ammo Access ID

N - automatically populates.

Position Nationality

Click <OK>.

The Extra Position I nformation Window displays again with PD
lick Save.

Paosition Information (1123 SUPPLY TECHNICIAN 1344 ARMC APPR)

dataonthe Title Bar.

R Extr

Type

= | |Acquisition Program Information

lArmy Appropriated{Local National

Career Program

Demo Project Information

!IMuIliple Agpncy Information

US Government Position Group 1

US Governmenl t Position Group 2

US Government Position Obligated

Details

>

US Government Valid Grade Info

i 1Y,1 __22698A9 2 N
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Building a Position, Continued

Completing the US Gover nment Position Group 1 Window

Step

Action

1

Continue to the next Extra Position | nformation Flexfield and
click US Government Position Group 1.

xtra Position Information (J123.5UPPLY TECHNICIAN.1344 ARMC APPR] [_[O]

Type
IAcquisition Program Information

Army AppropriatedfLocal National

Career Program

Demo Project Information

Multiple Agency Information

US Government Position Group 1

US Government Position Group 2

US Government Position Obligated

k1 US Government Valid Grade Info

Details

I [

Click Details. The Extra Position Information Flexfield displays.
Note: Some data fields are auto populated and should be changed if
not correct for this position.

I Extra Position Information

m}
o

Personnel Office 1D

Office Symbol

Organization Structure 1D
Occupstion Category Code
FLSA Categony

Bargaining Unit Status

Competitive Level

Competitive Area

=

Wiork Schedule Full-Time

Part-Time Hours Biwsekly =
Functional Class |00 Not Applicable

Paosition Working Title

Faosition Sensitivity o Non-Sensitive [NS]
Security Access r
PRPSCI |
Supervisony Status B Non-Supervisory
Type Employes Supenvised 99 NOT APPLICABLE

Supervisory Diff Eligibility
Fayrall Office ID

Timekeeper

Fasition's Organization

q
|

Clear Cancel | oK

Continued on next page
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Completing the US Gover nment Position Group 1 Window (continued)

Action
Type the information in the data fields or use the LOVs.
Data Field Description/Action
Personnel Office D Click the LOV to automatically
(See Note below) popul ate.

Note: The Servicing Office I D and Region which were entered on
the Additional Position Details Window earlier are combined and
automatically populate Personnel Office ID. If the two data items
are not consstent, it will not populate. Y ou must go back to the

Position Window, Descriptive
input.

Flexfield [ ] and review previous

Data Field Description/Action
Office Symbol
Organization Structure ID (4 digits).
Occupation Category Code | T-Technical
FLSA Category N — Nonexempt.
Bargaining Unit Status 8888 — Indligible.
Competitive L evel
Competitive Area
Work Schedule F (Full Time).

Part-Time Hours Biweekly

(Enter only when Work Schedule
is“P"). NJ/A for this position.

Functional Class

00 - Not Applicable.

Position Working Title

7

Will appear on the NPA in
“ Appointing Official”.
Note: Isrequired, if the
incumbent will sign NPAs.

Position Senditivity -

1 (Non-Senstive (NS).
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Building a Position, Continued

Completing the US Gover nment Position Group 1 Window (continued)

Step Action
Data Field Description/Data
Security Access 0 (No access required:
ENTNAC/NAC/NACI required).
PRP/CI
Supervisory Status
Type Employee Supervised
Supervisory Diff Eligibility | Defaultsto 1.
Payroll Office 1D CA.
Timekeeper
Position’s Organization Ex: WDCA99JAFTB.
(Position Address)

f Note: Thiswill only appear in the To or From data fields on the

NPA. If thisisanew organization, you must build the address so it
is available when you complete thiswindow. See Building a
Position’ s Organization Address (POA) in this chapter.

3 Click <OK> and Click Save.

The Extra Position I nformation Flexfield with position information
on the Title Bar and position type displays again.

Continued on next page
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Completing the US Gover nment Group 2 Window

Step

1

Click US Government Position Group 2 .

Click the Details data fieddd. The Extra Position | nformation Flexfield

displays.

Fosition Type

Fosition Qccupied
Organization Function Code
Date Fosition Classified
Date Last Position Audit
Classification Official
Language Required

Mirurs Tast

Financial Statement
Training Frograrm D

key Emergency Essential
Appropriation Code 1
Appropriation Code 2
Intelligence Faosition Ind

LED Position Indicatar

APPR] Appropriated Fund Position i‘
- =l

1]

Y Mot Applicable

N Position Not Designated Emergency-Ess

1 Non-Civilian Intelligence Personnel Man:

0 No Applicable Program -

HINl

3

Cancel | 0K |
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Completing the US Government Group 2 Window (continued)

Step Action
3 Use LOVsor type the information in the data fields.
Data Field Description/Action
Position Type Automaticlly populates - Ex: APPR.
Position Occupied 1 Compsetitive Service.
Organization Function Code | NBZ - Supply Disposal (Other).
Date Position Classified (Use calendar on Toolbar to select
date or enter with hyphens. Ex: DD-
MMM-YY - 27-JUL-1999).
Date Last Position Audit Enter date - 27-JUL-1999.
Classification Official H (Principal Classifier).
Language Required
Drug Test C (No Drug Test Required).
Financial Statement 0 (N/A).
Training Program |1 D YY (N/A).
Key Emergency Essential N (Position Not Designated
Emergency-Essential Or Key).
Appropriation Code 1 00109820XCZ.
Appropriation Code 2 (AP)
I ntelligence Position Ind 1 (Non-Civilian Intelligence
Personnel Management
System).
LEO Position I ndicator 0 (No Applicable Program).
4 Click <OK>. Extra Position Information Flexfield with position types
displays.
5 Click Save.

Continued on next page
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Building a Position, Continued

Completing the US Gover nment Valid Grade I nformation Window

Step

Action

1

On the Extra Position I nformation Window with type, click US

Government Valid Grade I nformation.
EExha Position Information [J123.SUPPLY TECHNICIAM.1344 ARMC.APFPR]

Type
Acquisition Program Information

Army Appropriated/Local National

Career Program

Demo Project Information

Multiple Agency Information

US Government Position Group 1

US Government Position Group 2

US Government Position Obligated

US Government Valid Grade Info|

Details

| (1

Click the Details data fiedld. The Extra Position Information
Window displays for grade data.

i Extra Pozition Information [_ [O] =]
0 s
“alid Grade J
Target Grade
Fay Tahkle ID
Fay Basis R
Employment Category Group -
ol of
Clear | Cancel | Ok

Continued on next page
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Completing the US Government Valid Grade I nformation Window  (continued)

Step

Action

3

Y

Using the LOVSs, enter:

Data Field Description/Action
Valid Grade Enter Pay Plan and Grade,
Ex: GS-07.
Note: Y ou must enter both Pay Plan and Grade (separated by a

dash). If unknown, use the LOV

and query, i.e., %GS%.

Target Grade
Pay Table ID (Enter % for a query) - Ex:
0000.
Pay Basis PA (Per Annum).
Employment Category Group | 1 (Salaried).
" Example:
Extra Position Information M=l E3
Valid Grade |CERIH =
Target Grade
Pay Table ID {0000 0000 O
Pay Basis [PA Per Annum
Employment Categary Group 1 Salaried =
Rl I R [
Clear | Cancel I 0K |

4 Click <OK>. The Extra Position I nformation Window with
position type displays again.
5 Click Save.
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Building a Position, Continued

Completing the US Gover nment Position Obligated Window

Step

Action

18

Note: Usethisinformation if the position isobligated to an
employee. When an employee vacates the position, but has return
rightsto the position from an overseas tour, a temporary promotion,
or military service, this window obligates the position until the
employee returns or the obligation expires.

On the Extra Position Information Window with Type, click US
Government Position Obligated .

B Extra Position Information (J1123.SUPPLY TECHNICIAN.2518.ARMC.APPR)

Type
= [[Acquisition Program Information

Army Appropriated/Local National

Career Program

Demo Project Information

Multiple Agency Information

Details
I )

Validate

Click the Details data field.

Extra Position Information Flexfield displays. Usethe LOVsto
enter:

DataField Description/Example
Expiration Date Ex: 29-JUL 2001.
Obligated Type T - (Temporary Promotion or
Temporary Reass gnment).
Obligated SSAN (SSAN)

Continued on next page
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Completing the US Gover nment Position Obligated Window (continued)

Step Action
4 |7 Example
i Extra Position Information H= E
Expiration Date =
Ohbligated Type T Temporary Promotion Or Tem
Obligated Employee SSK (241-80-9898 =

4 | 3

Clear ! Cancel i 0K i
5 Click <OK>. Click Save.
Completing Remaining Extra Position I nformation Types
Step Action

1 Complete the remaining Extra Position Information Types as required
until all the information has been entered.

2 Use the following to determine the windows requiring information.

If...

Then...

The type of position is
one of the following:
- NAF
Acquisition
Career Program
Demo Program

Click the appropriate flexfield.

" Example: If the position isan Acquisition
Pogition, click Acquisition Program

I nformation on the Extra Position

I nformation Window and follow steps
provided in Chapter 1, Component Unique
Flexfields.

Y ou have entered all
required data, you are
ready to validate the
position,

On the last Extra Position Information
window, click <Validate> and follow the
stepsin Validating the Position at the end of
this Chapter. Or, click Action and Close
Form on the Main Menu Bar and return to the
Position Window. Click <Validate>.
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Validating the Position

Step

1

Action
On the last Extra Position I nformation Window, click <Validate>.
If... Then...
The Y ou will receive a dialog box with an error message of data
Position fieldsto fix. Retrieve the Flexfield(s) and make corrections.
doesn’'t X
valigate. \s Note: You may refer to the List of Position Data Fields with

Y

Associated Flexfield Windows in the Module Overview or in
the Appendix: Position Data for Components/Agencies.

& Example:

1 X

Fill Friority. kobility Cross Walk, kMaobility
Foasition Fill Code. WWarkcenter Code.
ARMSCHSEC Regmt found in ARRY
APPROFPRIATED/LOCAL MATIOMNAL are
Arrmss unigue data fields.
Cl_UINIC_DATA_ CHECK 3]

After correcting, click Validate on the Extra I nfor mation
Flexfield to smultaneoudy save your changes and validate the
data. Repeat until the Position Window displays “ Valid” in the

Status Box.

Note: You can validate the position at any of the Extra Position
I nformation Windows or on the main position window.

If... Then...
The The Status Box on the Position Window will show “ Valid” .
position
validates | P W[

Mame
Organization

Location

Standard Canditions j
—

J123 SUPPLY TECHNICIAN 1344 ARMC APPR

HO, U5 ARMY CORPS OF ENGINEERS

Job |2005.5upply Clerical And Tect

110010001

Status [+alid

Normal Time
E—

—

Click Save. Y ou can now use the validated position for processing position-

related RPAS.

Link the position in the appropriate position hierarchy. Follow the stepsin
Chapter 3, Managing Position Hierarchy, “Linking a Position to the Position

Hierarchy”.
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Validating the Position, Continued

August 25, 2000

About This Position

Step Action
1 Follow these steps to retrieve additional information about the
position. Click Help on the Toolbar and click About This Record... .
2 The About This Record Dialog Box displays. It provides
information on who created the position and when, the table name,
who updated the position and when, etc.
|About This Record B3|
Created By, HAWELC
Creation Date: 11-DEC-37 03:25pm
Tahkle Mame: PER_POSITIONS_
pdated By k4SSN
Update Date: 15-JUIN-98 05:40pm
Swstem Logon: Orallser
Terminal: YWindows PC
| .................. 0 K ................... l
3 Click <OK> to return to your action.

Exiting the Position

Step

Action

Caution: If you used the Alter Effective Date Window to change the
effective date of this position, click it again and click “ Reset” to
change the system date back to the current date.

Click Action and Close Form on the Toolbar, or click the X at the top
right hand corner on the Position Window to return the Navigation
List.

Position Management and Classification: Building Positions
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Building a Position’s Organization Address (POA)

Pur pose This section explains how to build a Position’s Organization Address
(POA).

7;
L’Z Note: This procedure will be required when a new organization has been
added to the Position Hierarchy at the local level.

In This Section  The following topics are discussed:
Accessing and Compl eting the Organization Window.

Completing the Organization Classifications Flexfield and Completing
the US Government Organization Report Information.

Definition Position’s Organization Address (POA) - populatesthe “TO” and “FROM”
data fields on the Request for Personnel Action (RPA) and the Notification
for Personnel Action (NPA).

When you build the position address, it will be available in building a
position for a new organization.

To access the address, use the Building a Position procedure after
you have completed Building a POA.

The Position’s Organization data field is located in the Extra Position
I nformation Window in the US Government Position Group 1
Flexfield Window.

See Also Module 2, Position Management and Classification Using the Modern
" DCPDS
Chapter 2, Managing Positions
Module 1, Fundamentals of the Modern DCPDS
Module 3, Processing Requests for Personnel Actions Using the Modern
DCPDS
Chapter 1, Processing a Request for Personnel Action

WhoUsesand  Personnelist designated by their Component will maintain and use the POA.
Maintains User must bein Classifier Role to build a POA.

Continued on next page
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Building a Position’s Organization Address (POA), Continued

Accessing and Completing the Or ganization Window

Step Action

1 On the Navigation List — Work Sructures — Organization —
Custom — <Open>.
2 The Organization Window displays with the From Date data
field auto populated and the Internal or External data field auto
populated with “Internal”. The Others Taskflow Button is located
on the lower right-hand corner of the window.

= S
Name | Type |
Dates
( From ll]Z-AF'R-w!]B To
Laocation Internal ar External (Internal
Location Address
Internal Address [!— ]
— Organization Classificati
MName Enabled
= C
‘ r
= r
Others |
3 In the Name data field on the Organization Window, enter a

unique name to identify the position’s address (Ex: AETC-CPCH).
f Note:
- If you built the position earlier, or will be effecting the action

prior to the current date, set the Alter Effective Date to
match, otherwise, you will get a*“ Date warning message” .

Do not complete Location or Location Address. Click Save.

Continued on next page
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Building a Position’s Organization Address (POA), Continued

Accessing and Completing the Organization Window (continued)

Step Action

4 The Name data field under Organization Classifications auto
populates with the words “Position’ s Organization” and the
enabled checkbox is activated.

m Organization

Marme Type I
- Dates
From [T L1998 .
Lozation Intarnal ar External |Internal
Location Address
Internal Address [!— ]
— Organization Classificati
Mame Enabled
—ﬁPnsitinn's Organization x
j r
=] r
Others

5 Click the data field with Position’s Organization .
“HR Organization” replaces “Position’s Organization” in the
previous data field and “Position’s Organization Address’

populates the following data field. Both Enabled check boxes are
now activated.

— Organization Classificati

Mame Enabled
—Px
‘ Puosition's Organization Address _> x
=] r
Others

Continued on next page
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Building a Position’s Organization Address (POA), Continued

Completing the Additional Organization | nfor mation Flexfield

Step Action

1 Click <Others>. The Additional Organization Information Flexfield
displays. Click US Government Org Report Info. Click <OK>.
" Example:

i Oracle Applications

Additional Organization Information

fction Edit Quey Go Folder Special Help Window S I%
PELv| ARE FlEE =]

= e psdditional Information
& Organization

Costing Information =
Parent Organization

Name IDPCA—HRO S Govermment Org Peport Info

Typ “Work Day Infarmation
Dates “Work Schedule
( From [03-APR-1998 Tao

Location

Internal ol

Location Address

Intermal Address

Organization Classifications

q
Marng

»
= WHR Organization
| Position’s Organization Address Find QK I Cancel |
e ]

The Additional Organization Information Window displays. Click the
blank data field.

¥ Oracle Applications

Sotion - Edit Huey Go  Eolder Sp

PlEEv| ==l

EZL Organization

Help  wWindow

SRR

a2 Cl=]El

&= Additional Drganization Information

Internal Address [I— 1
Organization CI ificati
Marme Enabled
= BHR Organization =
’_Hpnsilinn's Organization Address <
21l r
Others

The US Government Org Report Info Flexfield Window displays.

& Caution: Thefirst two data fields must be left blank. (They are not

connected to any other data fields, nor are they usable once you leave this
form.)

Continued on next page
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Building a Position’s Organization Address (POA), Continued

Completing the Additional Organization I nformation Flexfield (continued)

Step Action
4 Type the organization address (equivalent to the Table 30 in Legacy
DCPDYS) in the remaining fields.
= US Governent g Reponiio sl
Agency Code / Subelement =
OPM Qrganizational Component B
Org Info Line 1 555 E. Street West
Org Infa Ling 2 [Randolph Air Force Base
Org Info Line 3 [T 78150-4570]
Org Info Line 4
Org Info Line 5
Oirry Infin | ine R 4_’ _I LI_‘
Clear I Cancel I 0] & I
Click <OK>.
5 The Additional Organization Information Detail is populated with the
Organization Address.
EX Additional Drganization Information
! |H555 E. Street West|Randolph Air Force Base|TX 781504570(|| | r 1
Click Save. Click <OK>.

6 The Organization Window displays. The new Position’s Organization
Address (POA) isnow available in position by clicking the LOV for
Position’s Organization in US Government Position Group 1 Flexfield
Window. It does not populate any data fields on this window.

B=E Organization [_[O]x]
Name [AETC-DPL Type |
b D
Location Internal or External (Internal
i e [ i
— Organization Classifications
Mame Enabled
= ]
ﬂPnsitinn's Organization Address i
=l o
Others
7 Click Action on the Main Menu and Close Form or Close Window.
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Building a Virtual Position

Purpose

See Also

Before You
Begin

This section explains how to build virtual positions. Virtual positions are
required for:
Placeholders for a military supervisors.
External users who have a need to be in the database to perform their
duties, but are not assigned to an organization in the database.

An example of a Navy military virtual position is being used for illustration
purposes.

Module 2, Position Management and Classification Using the Modern
DCPDS
Chapter 1, Building Positions
Chapter 2, Managing Positions.
Quick Copying a Position
Changing Unencumbered Positions
Changing Encumbered Positions

Virtual positions are:

Used as “place holders” to maintain chain-of-command responsibility
within Component position hierarchies.

Required when supervisors of civilian employees are not in the database, i.e.,
military supervisors of civilian employees (Job series= 0002; Type= MIL).
Required for external users, i.e., personnelists performing servicing duties
for aregion other than the one to which assigned as an employee (Job series
=0003; Type=EXT).
Note: Based on work assignments, a personnelist who services employeesin a
different region will be assigned two positions:
1. A regular position at the work site with appropriate Job series.
2. Avirtual “ external user” podition in the database at a different region
than the one assigned to with a Job series of 0003.
All the data fields are not required as they are for an appropriated position.
The position must be placed in the hierarchy to maintain chain-of-command.
If you have only one civilian position, i.e. secretary, who reportsto a military
supervisor, you will sill need to build a virtual position for the military
supervisor.

Continued on next page
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Building a Virtual Position, Continued

Completing the Position Window (Ex: Navy Virtual Position)

Step

Action

1

On the Navigation List — Work Sructures — Position —
Description — <Open>.

The Position Window displays:

= Position

QOrganization Job

Location Status [i__ ]
Standard Conditions .|
Z
Normal Time
Wyorking Hours ’7 Start Endl
Frequency
Reporting To Validate
Occupancy i Ewvent History I Quick Copy I Others_. i

On the Position Window, click Name.

The Position Flexfield displays. Tab to each field and use the LOV
to enter the data.

Position Description No (All caps, i.e.,, CH-MIL, up to 15
characters).

Note: Remember this number if you want to retrieve the position
later.

Caution: If you use all upper or all lower case in the position name,
the system recognizes them as two separate positions. Ex: If you
build a position and name it “ABC,” the system will not recognize it
if you try to retrieveit as“abc’.

Title (For consistency, enter all caps, or use LOV.)

" Example: VIRTUAL MILITARY POSITION

Sequence Number (System generated, but you can overrideit.)

Continued on next page
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Building a Virtual Position, Continued

Completing the Position Window (Ex: Navy Virtual Position) (continued)

Step

Action

3
(cont)

Agency Group: Thisisthe owning Agency, i.e.,, NV09. (Block 47 on the
NPA.)

Position Type: For consstency, use all caps, i.e., MIL.

Note: There are three buttons at the bottom of each Flexfield:
- <Clear> deletes entered data.

<Cancel> |leaves the window without saving any data.

<OK> accepts the data and displays the next window.

[ Position Flexfield [ m] [
| [P
(4 H

Position Description No [DVM-MIL] =

Title |MIL SUPERYISOR

Seguence Number (1816
Agency Group |NY24 Naval Sea Systems Comman

Position Type [MIL Military

o |
Clear | Cancel | 0K I

Click <OK>.

The Position Window displays. The cursor moves to the Organization data
field.

Note: The Name Field populates from Step 2.

Click the LOV to select the Organization.
Note: Enter reduction criteria, (Ex: NAV%)

nker Reducthion Lntena for Long-Lis X

NAUY

QK I Can ceL'

Click <OK>. The Organizations Window displays. Select an Organization.

Continued on next page
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Building a Virtual Position, Continued

Completing the Position Window (Ex: Navy Virtual Position) (continued)

Step Action

7

rganizations [ <]
(cont) N .
Find ]NAV%

MNAY Intermediate baint Fac PAC-MNYW MNWZ0ES

NAVEAC Southwest Division MNW2EEE7T1 ==
MNAVSEA Cmd Det Fing & Engineer MY 445<
NAYSEA Logistics Cir Det PAC MNw24B5538
MNaw Educ/Trn Prof Dew,/Tech Act, BangorMNvYB2E
MNawal Air Reserve, Whidbey Island  MNW720062
MNawal Air Station Ywhidbey Island  MNWVFO00B20
MNawal Communication Station Stockton MNYB300!
MNawal Comp/Telecom Area Master 5t Pac NWE:
MNawal Comp/Telecom Cmd (NAVCOMTELCOM
MNawal Computer Telecom Station IWB3T02 41
MNawal Computer/Telecom St Fuget Sound MNWE3
MNawal Dental Center Morthwest MY 8BE8443
MNawal Dental Clinic Bremerton MYWT1BES443 [
MNawal Facilities Engring Cmd (NAWFAC) MNWE2B0C
MNawal Health Care Support Office 1868306
MNawal Hospital Bremertan MNY1863095 01
MNawal Hospital ¥Whidbey |sland M1 866097

Click <OK>.

The Position Window displays. The Organization and Location data fields
populate from Step 6.

Bromon ————— W=

— Dates
From |27-JUL-19584 Ta I

Mame |[DYM-MILMIL SUPERVISOR 1816 NV24 MIL
Organization |NAVSEA Logistics Ctr Det PAC I Joh il
Location |060820013

Status i [! 1
Standard Conditions L!|
Normal Time
Wyiorking Hours ’7 Start End
Fregquency

Beporting To | Yalidate I

Occupancy | Ewvent History | Quick Copy | Others... |

f Note: Organizations are centrally maintained at the UIC (specific to all DoD
components except Air Force) and PAS Code (specific to Air Force and Air

National Guard) level. Contact your Component for adding an organization

not on thelist.

9 Cursor movesto Job data field. Enter the four digits of the occupational
series (for military: 0002; external user: 0003). Press Enter.

Continued on next page
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Building a Virtual Position, Continued

Completing the Position Window (Ex: Navy Virtual Position) (continued)

Step

Action

10

The Numerical Code and Occupational Seriesdisplay.

— Dates

From |2?—.JUL—1 999 To
Mame |DVM-MIL.MIL SUPERVISOR.1816.NV24.MIL
Organization NAYSEA Logistics Ctr Det PAC | Job |0002 Military <_
P00 06052001 3 Status ([ 1
Standard Conditions L"
Normal Time
Warking Hours ’7 Start i End
Freguency
Reporting To Yalidate

Occupancy | Ewvent History | Quick Copy | Dthers...

11

Click the Descriptive Flexfidld “[ 17 (after the Status Box) to add
additional position details.

0002.Military

| ] —

Completing the Additional Position Details

Step

1

2

Action
The Additional Position Details Flexfield Window displays.
Use the LOVsto enter:
Data Field Description/Action

Servicing Office ID, Ex: 4H

Region Ex: NVCR

Unit ID Code (all DoD except AF), e.g.,

00253
PAS Code (AF and Air National Guard)
Mobilization I ndicator Ex: B
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Building a Virtual Position, Continued

August 25, 2000

Completing the Additional Position Details (continued)

Step

2
(Cont’d)

7
A\

Action
Data Field Description/Action
Remarks Enter free form text
Vacancy | ndicator Ex: 0
Payroll System Ex: D

Note: Product Distr Instructions and Report Distr Instructions are
based on Servicing Office ID and populate during the initial entry.
Caution: If you do not override (manually change) the defaults of
these two elements, subsequent changes populate them. However, if
you do override either of these two elements, and later change the

Servicing Office ID, you must ensure the codes are correct and make

changes if required.

Click <OK> and click Save.

Servicing Office ID
Sencing Agency
Region

Unit|D Code

PAS Code

Mohilization Indicator
Remarks

“acancy [ndicator
Fayrall System

Product Distr Instructions

Report Distr Instructions

= Additional Position D etails [.10] x]

Q0
NY Nawy

NYNW | Nawy Northwest Region
65538

A Position Not Required Upon Mobilization

Nawval Shipyard, Puget Sound WA

NAYSEA Logistics Cir Det PAC, Concord, CA

0 Vacancy

0 Not Applicable
Qo

Qo

¥

kI

r

Cancel | 0K I I

Clear
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Building a Virtual Position, Continued

Completing the Additional Position Details (continued)

Step

Action

4

The Position Window displays with the descriptive flexfield
populated. A message indicating the transaction has been
completed appearsin the Message Line. Click Save.

i Position =] ES

— Dates
From [27-JUL-1998 To

Mame [DYM-MILMIL SUPERVISOR.1816.NV24 MIL
Organization |NAVSEA Logistics Ctr Det PAC [ Job (0002 Military e
Lacation [060820013 Status [Invalid AE
Standard Conditions j
Normal Time
Working Hours ’7 Start !— End i—
Frequency

Reporting To Validate
Occupancy ! Ewent History | Quick Copy Others__.

4

+ FRM-40400: Transaction complete: 1 records applied and saved
Count: "0 <List>

Click <QOthers...> on the Position Window. The Navigation
Options Window displays. Click Virtual Position.

Mawigation Oplions
Find ==
l~ir Force Active Guard Ancd Reseree =

L~ir Force A ppropriated Fund

L ir Force Gusard Technician

I~ir Force Local HMational

L~ir Force MHonappropriated Fund

Lrmne Aactivee Guard Ao Reseree

Larmne Guard Technician

Larmne Local Hational

Lormne Appropriated Fund

Lrrmse MNonappropriated Fund

Defense Comimissars Agency”

D efense Contract Audit Agency

Defense Finance And Accounting Auagencss

Defense Inwestigative Service

Defense Logistics Aagencys

Defense Special Weapons Agencys

DO D Education Aactivity.

DOoOD Inspector General

[ ES RPN

LIS Liniversi Of Health Services

mAirtual FPosition
ashington Headguarers Service -
SINENDN HEEEIEIMEMISIS SERAEE L’_l

Find i DR Cancel i

=
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Completing the Additional Position Details (continued)

Step Action

6 Click <OK>.

7 The Extra Position | nformation Window displays.

Completing the Extra Position | nfor mation Window

Step Action

Type

1 | The Extra Position Information Flexfield Window displ ays

B Extra Position Information (DVM-MIL.MIL SUPERVISOR.1816.NV24. MIL)

= irtual Position|

L

Details

—p
Click Details Box.

i 1

[ Extra Position Information

Office Symbal

2 | The Extra Postion Information Flexfield Window displays.

Personnel Ofice ID [2265 Human Resources Office [2265)

Al

Organization Structure ID

Funct Acct and Shred

Activity

Supervisony Status (2 Supervisor or Manager

Faosition Working Title

Fosition's Organization

Clear Cancel | 0K I

Usethe LOVsto enter:

Data Field Description/Action
Personnel Office ID Ex: 2365
Office Symbol
Organization Sructure ID
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Building a Virtual Position, Continued

Completing the Extra Position | nformation Window (continued)

Step Action
2 Data Field Description/Action
Cont'd | | supervisory Status Ex: 2
Funct Acct and Shred
Activity
Position Working Title
Position’ s Organization

3 Click <OK> and Save.
A dialog message box displays which indicates the transaction is

complete.
Example
lFoms
Q FRM-40400: Transaction complete: 1 records
appled and saved.
Click <OK >,

4 The Extra Position | nformation Window displays.

Pusitir Inifunmctivn (DYM-MILMIL SUPE]

Click <Validate>.

Continued on next page
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Building a Virtual Position, Continued

Completing the Extra Position | nformation Window (continued)

Step

Action

5

A dialog box displays which indicates there are no additional
changesto save.

Click <OK >.

The Extra Position I nformation Window displays again.

Type

_—Bfvirtual Position

Details

[Tezes 2 i1

Validate

Click <Validate>.

Click the X on the top right-hand corner of the window to return to
the main Position Window.

The Position Window displays. The Statusisnow “Valid.” The
Virtual Pogition is now ready to link to the Position Hierarchy.

— Dates

From |27-JUL-1993 To l ‘

MName [DY-MIL3 MIL SUPERYISOR. 1818 NV24 MIL

Organization [MNAYSEA Logistics Cir Det PAC MNY248 Job {0002 Miljgary
Location (060820013 Status [vald : IE!? ]
| ! ‘

Standard Conditions -l
J
Normal Time
‘Working Hours ’7 Start End

DateTrack back a day to ensure the position is available for use.
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